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Procurement Cards

Proxy — as a proxy to a cardholder, you are able to reallocate the p-
card transactions in PSFT.

Instructions: Adding yourself as Proxy to a cardholder

Navigation: Purchasing > Procurement Cards > Definitions > Cardholder
Profile

I Home Workiist Add to Favorites Sign out

Search: Mew Window | Help | 18
|- Purchasing @ Cardholder Profile
< Procurement Cards Enter any information you have and click Search. Leave fields blank for a list of all values
[ Reconcile
[ Process Statements
[ Reports
~ Definitions
| ST EmPloyes ID: begins with v
— Preferred Vendors Name: begins with v
— UON Mappings
— Review Bank Statement LastName: | begins with '~
[ ePracurement [CIcase sensitive
[ Senvices Procurement
[> Accounts Payable
[ Commitment Control Search ‘ Clear | pasic Search Bl save Search Criteria
L Cenerall adner

1. Enter the Employee ID or type in Last Name of the Cardholder

Cardholder Profile
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Employee ID:| begins with

Hame: begins with
Last Name: | begins with

[ case sensitive

Search | Clear | Basic Search Save Search Criteria

2. Click on the Search 2231 | ptton. From the list, choose the
cardholder you wish to add yourself as proxy.
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Cardholder Profile
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Employee ID:| begins with |

Name: begins with |

Last Name: |begins with « |DESCENE

[Icase sensitive

Search Clear | BasicSearch Save Search Criteria

Search Results

View Al First [4] 17 of 7 [)] Last
Emy ee ID|Name Last Name

0431916 Deschamp Derrick Micheal DESCHAMP

0455119  Deschamp.Michael A DESCHAMP

0223880 Deschene.Carmelle DESCHENE

0435488 Deschene Jonathan Patrick DESCHENE

0560438 Deschene.Joshua DESCHENE

7004304  Deschene Morman D DESCHENE

7005301 Deschene Priscilla DESCHEME

Eai]
3. Choose the “Card Data” Tab and the “Proxies” hyperlink

Personal Data Card Data

Deschene,Priscilla

customize | Find | 3 First (4] 4 071 [F] Last

*Business Unit |*Card Issuer *Card Humber *Expiry Date Date Issued Proxies |Default Distrib

80100 Q. GE 6089 |pe;z112009 [ [08/14/2006 [+ Proxies — Default Distrib [=]
EﬂSave| L4 Return to Search| +[E] Previous in List‘ +E | Eantify|

Personal Data | Card Data

NOTE: The Card Data tab provides individual cardholder information. A program
has been developed that will automatically update new cardholders from SAM into
PSFT. We will run the program once a month right before we bring transactions into
PeopleSoft. The Cardmember Number is the cardholders Employee ID plus the last
four digits of the cardnumber.

NOTE: The information in the Personal Data tab is brought over from HR and it is for
read purposes only.

4. Click on the Proxy Tab. This page defines which users are allowed
to access cardholder information such as purchases made as well
as being able to reallocate transactions. To add yourself or
someone else as a proxy, hit the plus sign and enter your or their
NDGOV sign on. You can use the lookup glass to search for it.
Once you have added the proxy, click “OK” and then “SAVE”.
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lAssign Proxies

Deschene,Priscilla
GE Card Number; s G989
Proxies
e i 1 il
*User ID Description *Role %ﬁ Bﬁt
||LIGRONVOLD@ND.GOV < Gronveld,Lynn | Purchasing Card Role hd E|
oK Cancel k

DEFAULT DISTRIBUTION — You can add a default distribution to your
cardholders. There is a Multi-Line that lets you choose a SpeedChart or
a Single Line that allows you to choose separate chartfields. You may
only choose one to be your default.

You need to be in the Cardholder Profile. Navigation: Purchasing >
Procurement Cards > Definitions > Cardholder Profile. Choose the Card Data Tab.

Multi-Line Distribution Default
Instructions: Adding a speedchart as a default to a cardholder.

Click on the Default Distribution Link

Personal Data Card Data

Deschene,Priscilla

Customize | Find | Ei First [1] 1 0of 1 [¥] Last

*Business Unit |*Card Issuer *Card Humber *Expiry Date Date Issued Proxies |Def=-t Niatrip

20100 Q. GE £929 [08r31/2000 [ [0814/2006 ) Prodesf” Default Distrib [=]
NS

B save ‘ £\ Return to Search | 4[5 Previous in List | el ‘ [=] Motify |

Personal Data | Card Data

Multi-Line Distribution Default
Instructions: Adding a speedchart as a default to a cardholder.
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Click “Use Multi-Line Distribution” and choose a SpeedChart you want
as the default for that cardholder. Click “OK” and then “Save”.

Default Accounting Distribution
Deschene,Priscilla

GE Card Number; *+++=++sasg0g0
~ Default Values

Ship To: |FO_HEADER O
~ Distribution Choices
O Use Single-Line Distribution
() Use\Multi-Line Distribution
il Lke Multi-Line Distribution

Primary Permission List: ‘ Q
Universal SpeedCharts
*SpeedChartKey  |Description Default Show SpeedChart
20100 Q) QY O Show SpeedChart [=]

OK Cancel v

Single_Line Distribution Default

Click “Use Single-Line Distribution”

New Window [ Help | Customize Page [ v,

Default Accounting Distribution
Deschene,Priscilla

GE Card Number:  #ssxasaas 6989
~ Default Values
Ship To: [PO_HEADER @
~ Distribution Choices
(® Use Single-Line Distribution
O Use Multi-Line Distribution
~ Use Single-Line Distribigi

Oper Unit Fund “Dept Program  |Class PC Bus Unit | Project Activity .?;‘;;ce Category ‘Sub:alegory Subsys_PC_BU

Here is where you would enter the chartfields you want as your default.
Click “OK” and then “Save”.

Reconcile Cardholder’s Transactions

Navigation: Purchasing > Procurement Cards > Reconcile > Reconcile
Statement

Procurement Card Training Manual Page 4 of 9



CONNEC
MAX#US N

State of North Dakota

This component allows you to review P-card transactions. When doing
a search, the system will only allow you to review transactions of those
employees you have proxy rights to.

Reconcile Statement Search

Role Name: ‘ b ‘

Employee ID: Q

Employee Name: ‘ Q
Card Issuer: ‘ b ‘

Card Number:

Transaction Number: ‘

Sequence Number:

Line Number: ’—

Billing Date: Q
Statement Status:
Budget Status:
Chartfield Status:
Merchant: ‘

Transaction Date: &)
Charge Type:
Posted Date: |

Search

If you leave all search fields blank, and click ﬂl, you will see all

of your cardholders you are proxy to. You can click on any heading and

have them sorted in order. For example, if you want to see all of your
cardholder’s in alphabetic order, click the heading “Employee Name”.

Reconcile Statement

Procurement Card Transactions

] Display Unmasked Card Number
Bank Statement

Card Humber Trans Date |Merchant

10 Car\smal\as GE o287 02H1/2008 1ACIS 50.00 USD > [ Recycled Mo No
2 [7] DeschenePriscilla GE  **=====:6080  (2/28/2008 ATSSA 19000 UsD 2 3 Recycled No No
3 [] DeschenePriscilla GE ~ **=+~+50g0  02/26/2008 ATSSA 9500 USD & 5% Recycled Mo No
4 [] DeschenePriscilla GE ~ *====++=5983  (2/25/2008 ATSSA 3,230.00 USD > [ Recycled Mo No
5 [] DeschenePriscilla GE  **~==+6ggg (2252008 ATSSA 2500uUsD (2 [ Recycled No No
6 [ Lien,Lary GE  seweeogQE3 02/26/2008 CATCO 3493 USD & 5% Recycled No No
7 [ StanleyRonald ~ GE  ==wwwe20870  01/04/2008 BODY ACTIVE -364.74 USD > [ valid  Yes No

Select All Iﬂ Clear All Stage Verify Approve ‘

Search Purchase Details  SplitLine  Distribution Template

B save | Elvotfy | s Refresn
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2. Choose this icon on the transaction you want to reallocate.

Reconcile Statement
Procurement Card Transactions

[ pisplay Unmasked Card Number
Bank Statement Customize | Find | view Al B First [ 1.7 07 [F] (as
[ Transaction I Biling

Employee Hame Card Card Number Trans Date |Merchant *Status e
lssuer Amount

1 [J carlsonDallas seoegogy  02/11/2008 1ACIS 50.00 USD > 5% Recycled No No
2 [] DeschenePriscilla GE ~ **w++++5039  (2/28/2008 ATSSA 190.00 USD (> @ Recycled No No
3 [J DeschenepPriscilla GE ~ ***+==+50gg  02/26/2008 ATSSA 95.00 USD (' % Recycled No No
4 [ DeschenePriscilla GE  **w=+++1pggg  (02/25(2008 ATSSA 3,230.00 USD (> 53 Recycled No No
5 [] DeschenepPriscilla GE ~ **+=+5080  02/25/2008 ATSSA 25.00 USD () 53 Recycled Mo No
6 [J LienLarry GE  mwwwewggE3  02/26/2008 CATCO 34.98 USD (> 53 Recycled Mo No
7 [ StanleyRonald ~ GE  ~*=====w2870  01/04/2008 BODY ACTIVE 36474 USD G 53 valid  ves No

selectall O Clearal Stage Verify spprove |

Search Purchase Detfails  SplitLine Distribution Template

& save | [=] Notify | s Refresh

3. The Account Distribution page displays the distributions for this
transaction. You can change the distributions singularly for each field,
or select a speedchart.

Reconcile Statement
Account Distribution

Line: 7 PO Qty: 1.0000 uom: EA
Billing Date: 03/03/2008 Billing Amount: usD 190.00 Price: 190.00000
SpeedChart: Q Unit Price 190.00000 *Distribute by:

Distributions Customiz
[ chartfielss T Detaiisimax || Assetinformation | Statuses

Dist Percent | Amount Currency |*GL Unit *Account Oper Unit Class PC Bus Unit | Project Activity ’V

1/ 100 0000 190.00 USD 30100 4 [611010 Q [so1 Q [200 @ [o150 Q [so130 Q@ Q |

i

ok | cancel | metresn|

4. Click M on the Account Distribution Page and then B save) on
the Procurement Card Transactions page.

5. Once you have reallocated, you will see that the Chartfield Status
column says “Valid” and the Redistrib column says “Yes”.
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Reconcile
Procurement Card Transactions

[ Display Unmasked Card Humber
Bank Statement

Card Number Reference

Trans Date |Merchant e

1 [] CarlsonDallas ~ GE  *##ssssss6287  02M1/2008 JACIS 50.00 USD 2 3 Recycled No No
2 [] Deschenefriscilla GE ~ ***===*989  (02/28/2008 ATSSA 190.00 USD @] Mo ]
3 [] DeschenePriscilla GE ~ ***+s*+s++5080  02/26/2008 ATSSA 95.00 USD ) 3 Recycled No No ]
4 [] Deschenefriscilla GE ~ ***===+989  (02/25/2008 ATSSA 3230.00 USD (> 5% Recycled No Mo ]
5 [] DeschenePriscilla GE ~ *****s*+++5080  02/25/2008 ATSSA 25.00 USD 2 3 Recycled No No ]
6 [J LienLarry GE  wweweeggE3 020262008 CATCO 3s98usD (O [EE Recycled No No
7 [J StanleyRonald ~ GE  *+ssssss2870  01/04/2008 BODY ACTIVE -36474 USD ¢ 53 valid  Yes No ]
selectal O glearan Stage Veriy Approve |
Search Purchase Defails  SplitLine  Distribution Template

B save | [=] Notify | L Refresh

6. If you click on the “Yes”, you will see the date, time and who has
modified that transaction.

Reconcile Statement
Redistribution HiStOI’y
Line: 7

Redistribution History

Customize | Find ] First El 1-2 0f 2 Last

[ [Last change Date
1 04/07/2008 12:51:50PW
2 04/07/2008 1:06:01PM

User Modify
DMSCHUMACHER@MD. GOV
DMSCHUMACHER@ND. GOV

Return

s

SPLIT LINES

Using the Split Line enables you to use multiple Speed Charts. Once you split

the transaction into separate lines, you can go into the

E

A
* link and use a

separate speed chart for each transaction line. Click the Split Line.
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Reconcile Statement
Procurement Card Transactions

[ pisplay Unmasked Card Number
Bank Statement view i) B First 1% 4-7 of 7 L] Last

*Status

2 Valid es Mo

1 [] Stanley,Ronald GE FERRRARREREE2ET0 01/04/2008 BODY ACTIVE Approved -364.74 USD

b
2 [ LienLarry GE FERRRAREE063 02/26/2008 CATCO Approved v 3498 USD

R

b

€
b2

Recycled No No

o
P2

&l

&

3 [] DeschenePriscilla GE  **=+=+=5080 (02252008 ATSSA [Approved w|  3.230.00 USD
4 [7] Deschene,Priscilla GE  **wsogggg  02125/2008 ATSSA [Approvea | 25.00 USD
5 [] Deschene Priscilla GE  **=ww=+s5080  (2/126/2008 ATSSA [Approved | 95.00 USD
6 [ DeschenePriscilla GE  *=====§939  (2/28/2008 ATSSA [Approved v 190.00 USD
7 [] CarlsonDallas ~ GE  *wwswsrssgpg?  02H1/2008 IACIS 50.00 USD

Recycled Mo Mo
Recycled No No

1

28

Recycled Mo Mo

by
o

V00UV D00

&I

2

Walid Yes Mo
Walid

i
|<
o
3
=z
g

selectal [0 clearau Stage Verify oprove |

Search Purchase Details  SplitLine  Distribution Template
B Savel [=] Notify | 1y Refresh E

You will come to this screen.

Reconcile Statement

Split Transaction

Line: 4

Trans Date: 02/25/2008 Billing Amount: 2500 UsD
Posted Date: 03/03/2008 Reference:

Merchant: ATSSA

Description:

Split Rules Cus Find First ) 1 of 1 X/ Last

&
Description Transaction Amount ng Amount Percentage

“ 25.00 | 2500 100.000000 =

oK | Cancel |

You can split the transaction out by dollar amount or by percentage. Just
remember that if you are splitting it out by percentage, it has to equal 100.
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Reconcile Statement
Split Transaction

Line: 4

Trans Date:  02/25/2008 Billing Amount: 2500 USD

Posted Date: 03/03/2008 Reference:

Merchant: ATSSA

Description:

Split Rules | 3 1-20f2 L") Last
Description

[ 12,50 | 12.50 | 50.000000 [=]
-2 12.50 | 12,50/ | 50000000 =]

Once you have created all your separate splits, click ok |

Reconcile Statement

Procurement Card Transactions

[ pisplay Unmasked Card Number

Bank Statement
[ Transaction THINGilig

)
Issuer
1 [] CarlsonDallas ~ GE  *#s=woemsgos? 0212008 IACIS 0 3 valid  Yes No
2 [7] DeschenePriscilla GE  *****+++59g9  02/25/2008 ATSSA 0 5 Recydled No No
3 [] DeschenePriscilla GE ~ ***=++=+5989  (2/25/2008 ATSSA (7 52 Regyced Mo No
4 [] DeschenePriscilla GE  *===w=w76ggg (2/25/2008 ATSSA ¢ B} Recycled No No
5 [] DeschenePriscilla GE  *****+++++G030  02/26/2008 ATSSA 9500 USD 7 53 Recycled No No
6 [] DeschenePriscilla GE  *#+wsrop030  02/28/2008 ATSSA 190.00 USD O 3 valid  yes No
7 [ LienLary GE  weeeeevRgE3 02262008 CATCO 3498 USD 7 53 Recycled No No
8 [] StanleyRonald ~ GE  **+++==w2370  (1/04/2008 BODY ACTIVE 36474 USD  CO [ valid  Yes Mo
Selectay O Clear All Stage Verify Approve |

Search Purchase Details  SplitLine  Distribution Template

& save | [=] Motify I s Refresh

Now you can go into =** link for each line and use a separate SpeedChart.

Press B save] after all the changes have been entered.

Procurement Card Training Manual Page 9 of 9



